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Site: http://doi.ppr.ky.gov/kentucky/ or insurance.ky.gov

eServices Portal: 
https://insurance.ky.gov/kentucky/secured/Eservices/default.aspx

http://doi.ppr.ky.gov/kentucky/
https://insurance.ky.gov/kentucky/secured/Eservices/default.aspx


eServices – Provider accounts are created via: 
DOI IS Help Desk Request (DOI.ISHelpDesk@ky.gov) or via DOI IS 
batch process

As of today, June 24, 2009, we have 303 active providers all of which 
have one or more eServices accounts.  We have a total of 634 
eServices accounts.

mailto:DOI.ISHelpDesk@ky.gov




Screen snapshots  can be found on the following pages:

 Your Provider Profile … 13 - 16

 Continuing Education / Pre-licensing Instructor Renewal … 4

 Continuing Education / Pre-licensing Course Renewal … 5

 Continuing Education Attendance Roster … 6

 Course and Instructor Pending Fees … 7

 Order Laws & Regulations Book … 8

 Pre-licensing Course Roster / Completion Roster … Reference 
page 6

 Order Information … 9

 Checkout … 10 – 11

 Transaction Details / View Transaction History … 12

 Web sites / e-mail addresses … 15





Continuing Education / Pre-Licensing Instructor 

Renewals - Instructions

1. Check the box under the ‘Renew’ column associated with the 
instructor you wish to renew

OR

Check the ‘Renew All’ box if you wish to renew all the 
instructors

2. Check the ‘I agree’ box within the Attestation section

3. Click the ‘Submit Instructor Renewal’ button, which transfers 
you to an Order Information screen (proceed to this screen for 
instructions)





Continuing Education / Pre-Licensing Course 
Renewals - Instructions

1. Check the box under the ‘Renew’ column associated with the 
course you wish to renew

OR
Check the ‘Renew All’ box if you wish to renew all the   
courses

2. Check the ‘I agree’ box within the Attestation section

3. Click the ‘Submit Course Renewal’ button, which transfers 
you to an Order Information screen (proceed to this screen 
for instructions)





Continuing Education Attendance Roster -
Instructions

1. Select CE Course Number or Title from the drop down list 
2. Select Instructor from the drop down list 
3. Enter the Course Completion Date (NOTE: No future date allowed)

4. Enter the Address, City and Zip and select the State from the drop 
down list NOTE: If the class is self study enter your organization’s 
address

5. Enter the SSN or DOI_ID or NAIC NPN of the individuals who 
attended the class (Format – Numbers only)

6. Click the ‘Add’ button   NOTE: Once a record gets Added, you have 
the ability to remove it by checking the box under the ‘Remove’ column 
associated with the record and clicking the ‘Delete’ button

7. Once you have completed your entry of Continuing Education 
Attendance Roster records for the Course Number/Title selected, 
check the ‘I agree’ box within the Attestation section

8. Click the ‘Submit’ button, which transfers you to an Order Information 
screen (proceed to this screen for instructions)

NOTE: The Pre-licensing Course Roster would have similar instructions





Course and Instructor Pending Fees - Instructions

1. Check the box under the ‘Filing Fee’ column associated 

with the course or instructor you wish to pay

2. Check the ‘I agree’ box within the Attestation section

3. Click the ‘Submit’ button, which transfers you to an 

Order Information screen (proceed to this screen for 

instructions)





Order Laws & Regulations Book - Instructions

1. Enter the ‘Quantity’ of the books you wish to order

2. Click the ‘Submit Request ’ button, which 

transfers you to an Order Information screen 

(proceed to this screen for instructions)





Order Information – Instructions

 Lists the eServices menu items you have selected.  You have the 
ability to proceed with one of the following:

• Remove an eServices item by checking the box associated 
with item description and clicking the ‘Update Order’ button 

• Proceed with your request by clicking the ‘Checkout to 
Complete Order’ button

• Request other eServices items by clicking the ‘Continue 
Shopping / Return to Main Menu’ button

• Cancelling your request by clicking the ‘Cancel Order’ 
button

 Upon clicking the ‘Checkout to Complete Order’ button, you will 
be transferred to a Transaction Details screen which provides a 
reference tracking number (DOI Transaction ID)







Checkout  - Instructions
Credit Card Information

1. Select the type (Visa, MasterCard, Discover or American Express) 
via clicking the circle associated with the card, enter the card 
number, select the expiration date’s month and year via of the 
drop down list, enter the Name, Billing Zip/Postal Code and 
Phone Number.

OR   

Debit Information

1. Enter the Name on Account, Routing Number and Account 
Number

NOTE: If your transaction involved an item that required mailing, you would

have to enter a Shipping Address prior to entering the payment details.



Checkout  - Instructions

2. Click the ‘Submit Order’ button, which transfers you to an 
Transaction Details screen.  You also have the option to cancel 
your transaction via ‘Cancel Order’ button.

Transaction Details Screen - Provides you the details regarding your eServices 

transaction.  It identifies the transaction’s status, the transaction date, the DOI 

Transaction ID and ePay Transaction ID (only applicable if payment was 

required). These IDs are utilized by our KY DOI IS Help Desk if any follow-up is 

necessary. If your transaction has an incomplete status then you would have to

re-submit the order as a new transaction. You have the ability to print the

invoice or to view the specific details of transaction item (when applicable).  

The screen on the next page provides a link so you would be able to view the 

course, course date & the individuals who received credit for this roster/course.





Displays a list of transactions submitted within the last 30 days.  The ‘Display 
Transactions’ button  allows you to view older transactions past the 30 current days
current view.  The list provides a link per transaction id for viewing purposes.





Provider Information

This screen displays the Continuing Education Course 

Information as a default view; additional information is 

viewable via other link selections: View Instructors, View Pre-

License Course Information, View Course Name (which also 

provides course attendance data), and Pending or Pending 

Replacement status (if applicable, once selected it displays 

as a pop-up window which can be closed by the X located in 

the right upper corner).





Instructor Information

This link displays the instructor information; additional 

information is viewable via other link selections: Pending or 

Pending Replacement status (if applicable, once clicked it 

displays as a pop-up window which can be closed by the X 

located in the right upper corner).





Course Information

This link displays the pre-licensing course information; additional

links (Instructor, Continuing Education Course Information,

Course Name with attendance records, and Pending or Pending 

Replacement status (if applicable, displays as a pop-up window 

which can be closed by the X located in the right upper corner) 

are available for viewing purposes.





Course Name Information

This link displays the course and attendance information; the 

View Instructors link is also provided.

NOTE: Your provider data is available under the CE & Pre-

licensing Providers, Courses and Failure to Comply with CE 

page.  This is the last link located on the Agent Licensing 

Blue Graphic Bar which is on KY Department of Insurance’s 

Web site.



Web sites / e-mail addresses:

Site: http://doi.ppr.ky.gov/kentucky/ or insurance.ky.gov
eServices Portal: 

https://insurance.ky.gov/kentucky/secured/Eservices/default.aspx

DOI IS Help Desk: DOI.ISHELPDESK@ky.gov

Agent Licensing Mailbox: DOI.AgentLicensingMail@ky.gov

Q & A:

What action do I need to take if I submitted something in error?

Send a message to the DOI IS Help Desk and identify the transaction id 
and what needs to be corrected.  Also include your phone number in 
order to expedite this correction process.

http://doi.ppr.ky.gov/kentucky/
https://insurance.ky.gov/kentucky/secured/Eservices/default.aspx
mailto:DOI.ISHELPDESK@ky.gov
mailto:DOI.AgentLicensingMail@ky.gov


Continuing Education Presentation
Laurie Sadowski

CE Services Manager



 Acknowledged Industry Leader

 Highly experienced CE team

 Over 70 years combined work 

experience

 Dedicated CE Call Center

 Provider and Licensee 

Publications

 Online Access

 Audit Services



Provider Approvals
 Providers must submit a complete application for review which includes:

A description of the provider’s organizational structure, registration policies, 

fee schedules, promotional material, student record systems, method used 

for evaluating instructors, and an original signature of the person/persons 

authorized to sign certifications.

 Prometric will review potential KY provider applications to ensure the 

provider agrees to abide by the rules set forth by the Department.

 Has no history of violations.

 Conduct courses in the manner prescribed and to abide by a list of 

requirements established pursuant to the Department.



Instructor Approvals

Prometric requires providers certify that their instructors have at least one of 
the following criteria:

 Is or has been engaged in the insurance industry or the practice of 

teaching insurance courses for the last three years.

 Is a properly licensed insurance intermediary for the past five years and 

demonstrates that he/she is of good character and has the knowledge 

and breadth of experience in the applicable subject matter.

Holds any of the designations as identified by the Department.



Provider Submits Application

Course Outline

Applicable Course Fees

To Prometric

Prometric Processing Staff

Inputs the course info

Into System

Prometric Course Evaluators

Reviews Course Info

Awards hours if applicable

transmits info to KY Dept

Mails Payment Request

To Providers



Classroom Courses

Comprehensive Timed Course 

Outline

 Instructor name

 Initial course offering 

information

Detailed description of course 

topics

 Bibliography if using published 

materials

Self Study Courses

 Actual course materials

Copy of final exam

 Affidavit/proctor 

information

Course Approvals



Course Approvals Continued…..

All Courses 
Must have a completed course application

Appropriate fees

Approvable CE topics as outlined by the Department

Provider’s tuition and refund policy

Allow members of Prometric access to the course for 
auditing purposes

Provide accurate industry information

Provide high quality courses



Auditing
Prometric’s goal of field auditing is to assure meaningful 

insurance continuing education is being presented to Kentucky 

agents.

 Audits will be unannounced with a minimum of disruption to the class.

 Areas of concern include administrative (attendance procedures, classroom 

logistics, classroom environment, control of students) and educational 

effectiveness (accuracy of instruction, instructor’s knowledge, etc).

 A sufficient portion of a class will be observed in order to make a fair and 

accurate judgment about the its compliance with program requirements.



Auditing Continued

 Auditors will not participate or intervene in the conduct of a class.

 Written reports are provided to the provider and to the Department.

 Where it is appropriate, Prometric will seek opportunities to re-audit a 

particular provider, course or instructor in order to verify the appropriate 

corrections have been made.

 Prometric works with the Department to determine an acceptable 

percentage of courses – both classroom and self-study – to audit.



Auditing Continued……

No action will be taken against a provider or instructor without the 

specific approval of the regulatory body.

Where it is appropriate, Prometric will seek opportunities to re-audit 

a particular provider, course or instructor in order to verify that the 

provider has made the appropriate corrections.

Recommendations by Prometric will be proportionate to the 

seriousness of the deficiency. There could be more than one 

recommendation made to cover a single situation. 



Auditing continued…..

Recommendations can include the following:

 Suspension of presentation of a course for a period of time.

 Suspension of an instructor from teaching for a period of time.

 Suspension of a provider from conducting any course for a period of 

time.

Withdrawal of the approval for an individual course.

Withdrawal of an instructor’s approval/registration.

Withdrawal of a sponsor’s approval/registration.

 Permanent prohibition of an instructor from participating in any sponsor’s 

course.



PROMETRIC CONTINUING EDUCATION FIELD AUDIT WORKSHEET

 Auditor Name

 Audit state

 Sponsor Number & Name

 Course Number & Name

 Instructor Name & Number

 Date & Location

 Arrival & Departure time

 Class Start & End  Time:  

 Compliance Status 



 Did the Course start/end on time?

 Was the class/instructor organized?

 Was the instructor well-prepared and knowledgeable?

 Did the instructor accurately convey class material?

 Were relevant examples presented?

 Was the instructor able to accurately answer students’ questions?

 Describe the instructor’s teaching method.



 Were the students actively engaged in the class, if not describe why (ex 

reading magazines, newspapers, sleeping, cell phones)

 Describe the physical environment.

 Were attendance procedures followed, how many breaks taken, did 

students return in a timely fashion, how many students present?

 Did the instructor verify attendance at the beginning and completion of the 

course, how were late arrivals handled? 

 Is the instructor approved to teach the course category?

 Is this course approved for CE hours, if so how many?



To access the Prometric Provider Information Packet for 
Continuing Education and Pre-Licensing Education, click here:

PrometricProvInfoPackForCE070609.pdf

http://insurance.ky.gov/kentucky/Documents/Agent/PrometricProvInfoPackForCE070609.pdf




Timely Filing CE Course and Instructor prior to 

conducting course

CE Roster and Compliance Certification

Retention Schedule

Retain Originals

Verify Course Numbers and Completion Dates

Information Required

DOI# and NPN#

Check Government-Issued ID

File Separate Roster for each course filed

CE  Filing Requirements



Filing CE Attendance through eServices

Classroom or Self Study

Email Notifications for Rejections

Reasons for Rejections – Follow-up 

Individuals not subject to CE

Individuals License inactive greater than     

one year

Course is Pending or Inactive

Licensee can not repeat the same course   

within the same CE Compliance Period 

Write-Back Letters for Additional Info

Incomplete or wrong Course Number

Filing and Course Fee

eServices Course Submissions

To access the Continuing Education Important Issues Packet, 
click here:

CEIssuesPacket070809.pdf

http://insurance.ky.gov/kentucky/Documents/Agent/CEIssuesPacket070809.pdf




LTC Partnership Act CE Course Outline

Administrative Regulations? 

What are the Requirements?

(8) Hours of Initial Training

(4) Hours Biennial Training w/CE  

Compliance cycle.
Q & A

To access the Long-Term Care Frequently Asked Questions 
document, click here:
LTC_FAQ062309.pdf

http://insurance.ky.gov/kentucky/Documents/Health/LTC_FAQ062309.pdf




CE Laws

Common Mistakes

Sign In 5 min rule

Attendance Requirements

Attestation of Attendance

Penalties

Questions




